rOCy/1apCTBEHHOE aBTOHOMHOE IIPO(EeCCHOHATIBHOE 00pa30BaTENbHOE YUPEKICHUE
Camapckoii obactu
«HoBOKyHOBIIIIEBCKUIT TYMaHUTAPHO-TEXHOJIOTHUECKUN KOJIIEIK»

C=RU, OU=gupekTop, O=" YTBepxkaaro
FANOY CO ™HITK™, Hupekrop TAIIOY «HI'TK»
CN=3emanuHanHoBa B.M.,
E=coll_ngtk_nkb@samara. B.M. 3emanusanHoBa

ll ‘\ edu.ru [Tpuka3 Ne 46.2-J1 ot 03.02.2023
2023.02.03 13:44:27+04'00'

PABOYASI ITIPOTPAMMA YYEBHOM JUCIATLIIMHBI

«OI1.0S UTHOPOPMAIIMOHHBIE U KOMMYHUKAIUOHHBIE TEXHOJIOI'MN»

it cneranibHocT 46.02.01 JlokymeHTalimonHoe o0ecrieueHue yrnpaBlieHUus U
apXUBOBEJICHUE

Ha 0a3e OCHOBHOI'O 00I1IeT0 00pa3oBaHUs

po(uIIb MOATOTOBKU: COLMATBEHO-3KOHOMUYECKHM

2023



OJOBPEHA COI'JTACOBAHO
[IpenmMeTHO-UHMKIIOBOM 3amMecTuTellb JUPEKTOpa
komuccuerd III'COJ] O.C. Makapona

[Iporokon Ne 1 ot 31.08.2023
[Ipeacenarens H.B. CamoiinioBa

PaGouass mporpamma  y4eOHOW  TUCUMIUIMHBI/MOIYJSL  COCTaBieHa B
cooTBeTCTBUM ¢ DeiepaibHbIM rOCyJapCTBEHHBIM 00pa30BaTENIbHBIM CTaHIaPTOM
or 26.08.2022 per.N 778 mno cnenuagibHOCTU CPEIHETO MPOodheCCHOHAIBHOTO
obpazoBanus 46.02.01 JlokyMeHTallMOHHOE OOECIEUCeHHE YIPaBICHUS W
apxuBoBejieHue, [IpumepHoit paboueit nporpammoit (ITpunoxkenne 2.10 k TTOII
CIIO no cneunansHocty 46.02.01 JlokyMeHTalMOHHOE OOECTIeUeHHE yIPABICHUS
Y apXUBOBEJICHUE).

Pa3paboTuuk:
TFATIOY «HI'TK» [IpenonaBarenb O.C. IlerpoBa

(mecTO paboThI) (3aHMMaeMast JOJHKHOCTD) (MHUIIHATEI, (haMUIIH)
Penten3eHTHI:
TAIIOY «HI'TK» IIPEIOo/1aBaTelb H.1O.MBanoBa
(Mecto paboThI) (3aHMMaemMast TIOJKHOCTB) (MHUTIAITBL, (haMFITHST)
['BIIOY CO YI'K um.O.KonplueBa  NpenojiaBaTelib E.A.XpamuoBa
(Mecto paboThI) (3aHMMaeMast JIOJDKHOCTD) (MHUTIATBL, (PaMUITHS)

[ara Pe3ynbTaTel akTyanuzanuu [Toanuce

aKTyalu3aluu pazpaboTuuka




COJEPKAHUE

. OBIIASI XAPAKTEPHCTHKA PABOYEN ITPOTPAMMEI
YYEBHOI JUCUUILINHEI

. CTPYKTYPA U COJIEP’)KAHUE YYEBHOM
TACIATLITAHBI

. YCJIOBHUA PEAJIN3AIIMA YYEFHOM JUCITATLIIAHBI

. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHU

YYEBHOI JUCUUILINHEI



1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
YYEBHOU JUCIHUATLIAHBI
«OI1.05S TH®POPMAIIMOHHBIE U KOMMYHUKAIIMOHHBIE TEXHOJIOT U

1.1. MecTO TUCUMILIIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM MPOrpaMMbl

qu6Ha;1 JOUCIHUIIJIINHA «I/IH(bOpMaL[I/IOHHBIe 148 KOMMYHI/IKaL[I/IOHHBIG TCXHOJIOT'UN»
SIBJISICTCS 0053aTEIbHON YacThiO 00IETPOECCHOHAIBHOTO IUKIJIAa 00pa30BaTeIbHON TPOTrPAMMBI
B cootBeTcTBUU ¢ PI'OC CIIO mno cnenuansHocTH 46.02.01 JlokymMeHTanmoHHOE oOecreueHne
yIpaBJICHUS U apXHUBOBEJICHHE.

Ocoboe 3HaueHHe OUCHUIUIMHA UMEET Hpu (OPMHPOBAHUU M PA3BUTHH KOMIIETEHIUH
OK 01, OK 02.

1.2. He.m: H IINIAHUPYEMBIC PE3YJbTATHI 0OCBOCHUSA TUCIHUIIIINHBI

B pamkax mporpaMMbl y4eOHOH TUCIUIUIMHBI OOYyYarOIIMMHUCA OCBAMBAIOTCS YMEHUS
Y 3HAHUS

Kon
1K, OK Ymenus 3Hanus
OK 01 pacro3HaBaTh 3a/1a9y W/WiH aKTyaJIbHbII
Bri6upaTs crioco0bl npobyeMy B IpoeccroHaTbHOM po(heCCUOHATILHBIN U
pelienus 3a1a4 W/WTH COITUATBHOM KOHTEKCTE; COIMATILHBINA KOHTECKCT, B
npodeccuoHanbHOM aHAJIM3UPOBATh 33/1a4y U/UITU KOTOPOM MPUXOAUTCS
JESTEIIbHOCTH npo0JIEMY U BBIIEIATH €€ COCTaBHbIe | PA0OTaTh U KWTh;
MPUMEHUTEIHHO K 4acTu; OCHOBHBIE HCTOUHUKH
pa3sIuYHbIM OIPEENATh ATAIbI PEICHKs 3aa4u; | MHPOPMALMK U PECYPChI
KOHTCKCTaM BBISIBIISATH M 9()()EKTUBHO UCKATh JUId pEeIIEHuUs 3a1a4 U
nH(pOpMaLINI0, HEOOXOTUMYIO TS npobieM B
peleHus 3a/1a4y /Wi IpoOIeMsl; npohecCHOHATEHOM H/IITH
COCTaBJISITh TUIAH JIEHCTBHS, CONHaJIbHOM KOHTCKCTE,
OTIpeeIATh HEOOXOAUMBIE pecypchl; | ATOPUTMBI BBITTOIHEHUS
BJIAJIETh AKTyaJIbHBIMU METOJAMU paboT B
paGoTHI B TPO(heCCHOHATBHOIM 1 npodeccHoHaIbHOI U
CMEXHBIX cepax; CMEXHBIX 00JIACTSX;
peaM30BbIBaTh COCTABICHHBIH T1an; | METOBI paloTsI B
OLIEHUBATH PE3YJILTAT U MOCIIEACTBHS npoQeccHoHabHOH 1
CBOMX JICHCTBHIA (CAMOCTOSITETBHO CMEKHBIX Chepax;
WJTU C TIOMOIIBI0 HACTAaBHUKA). CTPYKTYpY ILTaHa JUIA
pelieHus 3aay;
TOPSIIOK OLIEHKHU
pPe3yIbTATOB PEIICHUS
3a1a4 npodeccuoHalIbHOM
JESTEIIbHOCTH.
OK 02 ONPEAEIIATH 3a4a4M Il [IOUCKA HOMEHKJIaTypa
Hcnonp30BaTh nH(pOopManuu; WH(POPMAITMOHHBIX
COBPEMEHHBIE OTIpEAETSATH HEOOXOANMbIE HCTOYHHUKOB,
Cpe/cTBa MOUCKA, WCTOYHUKH WH(OPMALINH; MIPUMEHSIEMBIX B
aHanu3a u IUIAaHUPOBATH IIPOIIECC ITOUCKA; npoeCcCHOHATBHOM
UHTEPIIPETAIIU CTPYKTYPHPOBATh MOIYYACMYIO JeSATEIbHOCTH;
MH(OpMALHK 1 nH(pOpMaInIo;
nH(pOpMaIMOHHBIE




TEXHOJIOTUH JUIS BBIIENIATh HanOoJiee 3HAYMMOE B MIPUEMBI
BBITTOJIHEHUS 3a/1a4 nepeyHe HHPOpMaLuy; CTPYKTYypUPOBAHHUS
PO(eCCHOHATLHON OLICHUBATH [IPAKTHYECKYIO uH(pOpMaIHH;
JESATCIIbHOCTH 3HAYUMOCTb PE3yJITATOB IMOUCKA; ¢dbopmar oopmiieHus
oQOpMIIATH pe3yNbTaThl TOKUCKA, PE3yJIbTaTOB MOUCKA
MIPUMEHSITh CPE/ICTBA uHbopMaIuuy,
MH(OPMALIMOHHBIX TEXHOJIOTHH 11 | COBPEMEHHbIE CPECTBA U
perieHust mpoheCCHOHANBHBIX 3a/1a4; | YCTPOWCTBA
UCTIOJIb30BaTh COBPEMEHHOE nH(pOpMaTHU3ALINY;
porpaMMHoOe oOecrieueHue; MOPSAAOK UX PUMEHEHUS U
HCIOJIb30BaTh Pa3IMyHble HU(POBLIE | MPOTPAMMHOE
CpeICTBa 7Sl peLIeCHUS oOecrieueHue B
npodeccHoHaABLHBIX 33/1ad. npodeccuoHaIbHOM
NESITeIbHOCTH B TOM YHUCIIE
C MCIOJIb30BaHHEM
U(PPOBBIX CPEICTB.
K 1.1. HCIMOJI30BATh CPE/ICTBA HOPMaTHBHBIE TPAaBOBbIC
Ocy1ecTBIsTH MH(OPMALIMOHHBIX U akTel Poccuiickoit

npuém-nepenaqy
YIIPaBJICHYECKOU
uH(popMauu

C IOMOIIBIO CPEJICTB

KOMMYHHUKAIIHOHHBIX TEXHOJOTHI
JUTSL TIOJYYCHUS U TIepeadn
uHpOopManuy,

BECTHU M UCIIOJIb30BATh B paboTe 6aszy

denepanun B chepe
UH(POPMAITMOHHBIX U
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI;

MH(pOPMALMOHHBIX KOHTaKTOB OpPTraHHU3aLUH; TpeOOBaHUs OXPaHBI TPY/a.
u yCTaHaBJIMBATh U TOAJICP)KUBATh
KOMMYHHUKAIIMOHHBIX | KOMMYHHKAIIMU B TIPOIIECCE
TEXHOJIOTHI JIeTIOBOTO OOIIEHUS C TIOMOIIBIO
CpeacTB MHPOPMALIMOHHBIX U
KOMMYHUKAITIOHHBIX TEXHOJIOTHIA;
obecreunBaTh HHPOPMALIMOHHYIO
6€301acHOCTb JeSITeIbHOCTH
OpraHu3aIMH.
IK 1.3. BbIOMpPATh ()OPMBI TNIAHUPOBAHUS U HOpPMAaTUBHBIE IPABOBBIE

[IpuarMaTh yyactue
B IJITAHWPOBaHUU
pabouero BpeMeHU
PYKOBOAUTENS

" IJIaHUPOBATH
pabounit 1eHb
cekpeTtapsi

oG OpMIIATH MIAaHUPOBIIUK
(opranaiizep) pyKOBOJIUTENS U
CeKpeTaps,

o0ecrnieunBaTh HH(POPMALIMOHHYIO
0€301MacHOCTb JIeATEIbHOCTH
OpraHu3aIniy,

MIPUMEHSITh B paboTe cpeacTBa
MH()OPMALIMOHHBIX U
KOMMYHHKAITUOHHBIX TEXHOIOTHHA.

akTbl Poccuiickoit
®enepanuu B chepe
UH(POPMALIMOHHOM
0€30I1aCHOCTH,

TpeOOBaHMS OXpaHbl TPY/IA.




[K 1.4.
Ocy1iecTBISITh
MOJITOTOBKY JICTIOBBIX
MI0€3JI0K
PYKOBOJIUTEIS U
JIPYTUX COTPYIHHKOB

OCYILIECTBIIATH TPEBEN-MIOIEPKKY
JIEIOBBIX TIOE30K;

WCIIO0Jb30BATh CPEACTBA
MH(OPMALIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTUI
JUTSE 00€CTICUCHHS B3aUMOICHCTBUS C

WHTEPHET-PECYPCHI IS
OCYILECTBIIEHUS TPEBEII-
MOAICPKKH JIETOBBIX
MOE€3/10K;

TpeOOBaHUS OXpaHbl TPY/a.

OpraHu3aluu PYKOBOJUTEIIEM BO BPEMSI €TI0

JIETIOBOM TMOE3IKH.
IIK 1.6. OCYIIECTBJIATH COOp, 00pabOTKy METO/Ibl 00pabOTKHU U
Ocy1ecTBIsTH nH(pOpMaLIUY, CUCTEMATU3ALINIO 3a1uThl HH(GOPMALIUU C
paboty MOJIy4aeMbIX U TMepeaBacMbIX IPUMEHEHHEM CPEICTB

O MOATOTOBKE

U TIPOBEACHUIO
KOH()EPEHTHBIX
MEPOIIPHUATHH,
o0OecnieunBaTh
UH(POPMALIMOHHOE
B3aMMOJICIICTBHE
PYKOBOIUTENS

C MOJpa3AeICHUSIMU
U JIOJDKHOCTHBIMU
JIMIIaMU OpTaHU3aIHN

JAHHBIX;
MPUMEHSTh HH(OPMAITHOHHO-
KOMMYHHKAIMOHHBIE TEXHOJIOIMH.

nH()OPMAITMOHHBIX U
KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHI;

TpeOOBaHMS OXpaHbl TPY/Ia.

IK 1.7.
OdopmnsaTh
OpraHu3alMOHHO-
pacropsauTeIbHbIe
JOKYMEHTEI

¥ OpPTraHU30BHIBAThH
paboTy ¢ HUMH,

B TOM YHCIIE

C MCIIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX
cucTeM

IPUMEHATh HH(OPMAIIMOHHO-
KOMMYHUKAIIIOHHBIE TEXHOJIOI U}
CKaHUPOBATh, KOMUPOBATh U
KOHBEPTUPOBATHL JOKYMCHTEI B
pasnuuHbie popMaThl.

COBPEMCHHEBIE
nH(pOpMaMOHHBIE U
KOMMYHHKAIIMOHHbIE
TEXHOJIOTHH,
MIpUMEeHsIeMbIe B paboTe ¢
JAOKYMCHTaMU ;

TpeOOBaHUS OXpaHbl TPY/IA.




2. CTPYKTYPA Y COAEP)KAHUE YUEBHOM JUCIUILINHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThl

Buj yueOHoit padoThl O0bem B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIUIITHHBI 80
B T.4. B opMe NPAKTHYECKOH NMOATOTOBKH 42

B TOM YHCJIC:

TEOpeTUIeCcKoe 00ydeHne 38

MPaKTUYECKHUE 3aHATHS 42

CamocmosmenvHas pa60ma !

HpOMe)KYTOqHaH aTTcCTanuusa

! CamocrosTensHas paboTa B paMKax o6pa30BaTeNbHOM IPOrpaMMbl ITIAHUPYETCS 06pa30BaTeNbHON OpraHu3anuei
B cootBercTBHU ¢ TpeboBanuamMu PI'OC CIIO B mpenenax o0beMa y4eOHON AMCIUIUTMHBI B KOJMYECTBE YaCOB,
HEOOXOAMMOM JJIsl  BBIIOJIHEHMSI 3aJaHUil  CaMOCTOSITENbHON pPaboThl OOY4aroIUXCsl, MPEAYCMOTPEHHBIX
TEMaTHYECKHUM IIJIAHOM M COZIep’KaHNueM Y4eOHOHM AMCIMIUINHEIL.



2.2. TeMaTHYeCKHH IJIAH U COAEPKaAHME YUEOHOM JUCUMIIIIMHbI

Koasl
Oo0bem, akaj. 4. . .
/ B TOM 4mcJIe IOMUCTCHIIH,
(popmupoBanuio
HaumenoBanue Copnepxxanue yueOHOro marepuasia u popmMbl OpraHU3anMM 1eSITeIbHOCTH B ¢hopme KOTODLIX
pa3/iesioB U TeM o0yuarommxcst NPAKTHYEeCKOH P
crnocod0cTByer
NOATOTOBKH,
3J1eMEHT
aKasj. 4.
NPOrpaMMmblI
Paznen 1. ABTOMATU3AIIUA NHOOPMAIIMOHHBIX ITPOLECCOB. KOMIIBIOTEP 4/4 OK 01,
Tema 1.1. [MpakTuyeckune 3aHATHS OK 02
YerpoiicTBo n KommnbroTep kKak cpeicTBO aBTOMATH3AIMH WH(POPMAIIMOHHBIX IPOIIECCOB
NPUHIAINBI PAa00THI N 2
@OyHKIMOHAIbHbBIE YCTPONHCTBA KOMIIBIOTEPA
KOMIIbIOTEpa
[Tpuémsr paboTel B cTangapTHBIX porpammax OC: rpadudeckomM 1 TEKCTOBOM
penakropax
Tema 1.2. IIpakTHYeckue 3aHATHS
IIporpammHoe OCHOBHbBIE OHATHS TPOrPAMMHOT0 00eCIIeueHUs] KOMITBIOTEpa
obecrneyenmne " N
. Omnepannonusle cucteMbl. VX BUIbI U rpadudeckuii uHTEpdeiic
KoMIblOTEepa. PaiijioBas )
cHCTEeMa XpaHeHHst daiinoBas cucrema. Oneparuu Haj daitinamu
HH(pOpMaH Cuctemaru3zanus HHGOpPMAIMK C TTOMOLIBIO MAIoK U (aiioB.
Pabota ¢ ¢aitnamu 1 katanoramu
Pab6ota B ctanpapTHbIX porpammax OC: TekcToBble, rpaduuecKue.
PA3JEJI 2. TIPUKJIAJJTHOE 1 CUCTEMHOE IPOT'PAMMHOE OBECIIEYEHHME 30/28 OK 01, OK 02,
Tema 2.1. TpakTH4ecKne 3aHsITHSI HK 1.1, IIK 1.7
Hactpoiika untepdeiica TEKCTOBOrO pelakTopa, MapaMeTpoB CTPAHUIIBI. 12

OdopmieHre MHOTOCTPaHUYHBIX IOKYMEHTOB




CpeacTrBa ¥ TeXHOJIOTHH
co31aHus 1 00padoTKN
TEeKCTOBOM HH(OpMALHU

Hacrpoiika nntepdeiica TEKCTOBOTO peAaKTopa.
Hactpolika mapaMeTpoB CTpaHUIIBI.

HacTtpoiika pe:kxuMoB neuaTi TeKCTOBOTO JoKyMeHTa. Pabota ¢ mpuHTepom.

[Tpuémel penaktupoBanus Tekcra. [IpoBepka opdorpaduu TeKcTa B TEKCTOBOM
penaxkrope.

dopMaTupoBaHUE JOKYMEHTOB B TEKCTOBOM pelakTope. Mi3meHenue CBOMCTB
CHMBOJIOB, TapaMeTpoB ab3aieB u cTpaHullbl. [leyaTs 1oOKyMeHTa.

dopmaTtupoBaHUE TOKYMEHTOB B TEKCTOBOM penaktope. Mi3MeHeHne napaMeTpoB
ab3areB. YcraHoBKa mo3uIui Tadyssiiuu. Pabota co crimckamu.

BcraBka rpadguueckoro n300pakeHus B TEKCT, U3MEHEHHE €T0 MOJIOKEHUS Ha
cTpanule. TexHoaorus BCTaBKU B JOKYMEHT 00bekTa SmartArt.

BcTaBka CHOCOK B TEKCT AOKYMCHTA B TCKCTOBOM PCAAKTOPC.

OcHoBHble puéMbl padboTsl ¢ Tabnunamu. Konrekcrueie Bkinaaku Koncrpykrop u
Maker asns paboThl ¢ TaONIHUIIAMU B TEKCTOBOM PEIAKTOPE

Paznuunsie npuémel paboThl ¢ TaOIUIIAaMH B TEKCTOBOM pefakTope. CopTUpOBKa
JaHHBIX B TaOnuile. Borancienus B Tabnuiax

Pa30Ouenue TekcTa Ha KOJOHKH B TEKCTOBOM peaaKTope.

CDOpMaTI/IpOBaHI/Ie MHOT'OCTPAHUYHOT'O JOKYMCEHTA B TCKCTOBOM PEAAKTOPC

Pabora co cTuisamu. COSI[aHI/Ie ABTOMAaTHU4YCCKOI'O OrjIaBJICHUSA B
MHOT'OCTPAHUYIHOM HJOKYMCHTEC B TCKCTOBOM PEAAKTOPC

Tema 2.2.

CpeacrBa

U TEXHOJIOTHH PadoThI
€ 3JIEKTPOHHBIMH
TadJMuamMu

IIpakTHYecKkHne 3aHATHA

Coznanue Tabnuil B TaOIMYHOM pellakTope U uxX popmatupoBanue. TUIBI JAHHBIX,
HCIOJIb3YEMBIX B TAOJIMYHOM peaaKTope

BrinonHenue pacu€ToB B 3JIEKTPOHHBIX Tabnuax. @opmysbel. AGCONMIOTHAS U
OTHOCHTEIIbHAS afipecanus

OyHKIMH, UCTIOJB3YyEMbIE B TAOIUYHOM pegakTope. PaboTa co cuckamu.

12




Coznanue u popmaTupoBaHHe FNEKTPOHHBIX TaOnuLl. THUIBI JAHHBIX,
HCIOJIb3YEMBIX B TAOJIMYHOM peIaKTope.

Boinonnenue pacu€ToB B 3JIEKTPOHHBIX Tabnuax. @opmyisl. AGCONMIOTHAS U
OTHOCHTEJIbHAS aJipecalius

OyHKIHMH, UCTIOJB3yEMbIE B TAOIUYHOM PEIAKTOpe

[locTpoeHue u pelakTHPOBAHUE AUArpamMM

Hactpolika 1ucTOB KHUTY HA [1€YaTh.

Tema 2.3.

Texnoaorusa OLE.
Co3znanue OLE-
00LEeKTOB

Conep:xanue yueOHOro MaTepuaJia

CrnenmanpHasi BCTaBKa ()parMeHTa JOKyMEHTa B APYTroi JOKYMEHT

BceraBka cBsi3aHHBIX OOBEKTOB B JAOKYMCHT

BcraBka gparmenra ¢aiina TabauuHOTO peaKkTopa B JIOKYMEHT TEKCTOBOTO
penaKkTopa ¢ yCTaHOBKOM CBS3H

IlpakTH4YecKkue 3aHATUSA

COSI[aHI/IC TEKCTOBOT'O JOKYMCHTA B ITPUJIOKCHUN-KJIMCHT U BCTABKA OLE-
00BEKTOB M3 MMPUIIOKCHUSA CEPBEpa

Coznanue crpaBoK U HHPOPMAIIMOHHO-aHATTUTHYECKUX 0030pOB B IPUIIOKEHUU-
kiueHT 1 BctaBka OLE-00BeKTOB U3 MpUIIOkKEHUS cepBepa

CO3I[aHI/Ie CIIpaBOK U I/IH(I)OpMaI_II/IOHHO'aHaJ'II/ITI/I‘leCKI/IX O630pOB B ITPHUJIOKCHU U -
KIIMCHT U BCTaBKa CHapKHaﬁHOB U3 MPUTIOKCHUA CCPBEpa

Tema 2.4.

Paszpaborka n
CONPOBOK/AEHHE
HH(}OPMaLIMOHHBIX 0a3
AAHHBIX

Conep:xanue yueOHOro MaTepuaJia

ITonsarue B/ u CYB/L. 3arpy3ka, untepgeiic CYB/I. Tabnuunas crpykrypa B/I.
[Tons, 3anucu. Tunel nanHbIX. [loHATHE KIIFOYEBOTO MO

®opwmsl, 3ampocs! 1 0TuéThl B CYB/I, X Ha3HaueHHe U CIIOCOOBI CO3JaHMS.
Co3naHue cBsI3U MeX1y TabJIUIaMU C IIOMOIIbIO MacTepa IMOACTaHOBOK

IIpakTuyeckue 3aHATHSA

Coznanne Tabmui B CYB/I. YcraHnoBka CBOMCTB MOJIeH U CBS3EH MEXIY
tabnuuaMu. BBog v mpocMoTp IaHHBIX B pexkuMe « Tabnuay




®dopwmsl, 3anpockl 1 oTuéThl B CYB/I, nXx Ha3HaueHHE U CIIOCOOBI
co3nanus. CozmaHue CBsI3U MEX]y TaOIHMIIAMU C TIOMOIIBIO MacTepa MoACTaHOBOK

Coznanme B/l ¢ ucronszoBanuem ¢gopm, 3ampocoB u oT4éToB B CYB/I.

PA3JEJI 3. CPEACTBA IEPEJIAYH 9JIEKTPOHHBIX JOKYMEHTOB U OBECIIEYEHHUE UX OK 01, OK 02,
412

Tema 3.1. Coaeprxanue yueOHOro MaTepuasa [IK 1.7.
IIporpaMmeI CkaHMpOBaHHUE JOKYMEHTOB C IIOMOILBIO CTaHAApTHOrO npuiioxeHus OC
CKAHHPOBAHUA 2

IIporpamMmbI-apXuBaTOpBl. Y IIAKOBKA U PACIIAKOBKA APXUBOB
AOKYMEHTOB H
KOHBEPTHPOBAHHSI CkaHupoBaHHUE U PacIO3HABAHNE TEKCTA C IOMOIIBIO CHEUAIN3UPOBAHHOIO
daiion nporpaMMmHOro obecneuenus. Koppexruposka rekcra. Kouepruposanue haiiinon

IIpakTnyeckune 3aHATHSA

Pacnio3HaBanue nH(popMalyy ¢ MOMOUIbIO IPOrpaMM CKaHUPOBAHMSL. 5

KonpeprupoBanue (aition

IIporpaMMbI-apXxuBaTOpsl. YIAKOBKA U paCIIaKOBKA apXUBOB
PA3JIEJI 4. CO3JJAHUE U PEJAKTUPOBAHUE I'PA®UYECKUX U MYJIbTUMEJIMMHBIX OFBEKTOB 4/3 OK 01, OK 02,
Tema 4.1. Conepsxanue y4e0HOro MaTepuaja K 1.1, IIK 1.4,

K 1.6

Ilpencrapnenne Cozpanue npeszeHtanuu B crienuanusupoadiHoM [10 i moarorosku
HH(popMAaNHH ¢ npesentamuii. OCHOBHBIE TUIIBI (aiinoB. PexumMbl mpocMoTpa. Bei6op mabinona u
MOMOIIBIO0 CPEACTB TEMBI CIIaiI0B K Ipe3eHTanyu. Vi3MeHeHne Makera CllaiijoB
uHporpapuxn . 2

Hcnonp30BaHne rUNEpCCUIOK B pe3eHTanuu. Hactpolika aHnManum Tekcra

1 00beKTOB. [lo0GaBiieHNe EPEX0A0B MEXKIY CllaiilaMu

Paznuunble cpeacTBa cozianus UHGOrpaukH.

Busyanuzanus u npeacTtaBiieHue A0KiIaaa

IpakTuyeckue 3aHATHSA

2

Br16op mabiiona u TeMBI CIIAH0B K MIPE3CHTANNH B crieruanu3upoBanHom [10 mis
MOATOTOBKHM npe3eHTanuii. Co3nanue coOCTBEeHHOTO madioHa. 3menenune
MAaKeTa CIanIoB




Pab6oTa co cimaiigamu. BcTaBka 0OBEKTOB Ha Cllaiia, M3MEHEHHE X ITOJ0KEHHS.
VYpapieHue caosiMu claiiia

Hcnons3oBanue THIICPCCHIJIOK B ITPE3CHTAN . HaCTpOﬁKa aHHMallu1 TCKCTa

1 00bekTOB. JloOaBeHNE Mepexo10B MKy ciaiaMu. BeTaBka 3ByKa U BUJIEO.

HaCTPOﬁKa MMpE3CHTAlU Ha II0Ka3, yIpaBjsdeMasa JOKIaJ4YUKOM U B
ABTOMATHYCCKOM PCIKUME

Paznen 5. TEXHOJIOTUSA CO3JAHUSA U TIPEOBPA3SOBAHUS UHO®OPMAIIMOHHBIX OB BEKTOB 10/8
Tema 5.1. Coaeprxanue yueOHOro MaTepuasa
ITepconnUUMPOBANHBIE | 1011 30pame MacTepa CIMAHUSA IS PACCBUIKH JOKYMEHTOB
PACCHUIKH € IOMOIIbIO
Coznanue pacchlIKU € OMOIIBIO (PYHKIIUY CIUSIHUS
(GyHKIUM caustHusA 2
Coznanue Oeifpka ¢ IOMOILBIO MacTepa CIUSTHUS
Vcnonb3oBanue mabIoHOB U CHELHUAIbHOM BCTAaBKU IIPU CO3JIaHUU PACCHIIKU
JOKYMEHTOB C TOMOILBIO (DYHKIIMU CIUSHUS
IIpakTH4YecKkue 3aHATHSA
Co3nanue nuceM-TpUIiIalieHui, mo3apasieHuil. Mcnonab3oBaHue Mactepa
CIIUSHUS JUTSI IEPCOHU(DUIIMPOBAHHOMN PacChUIKU JOKYMEHTOB.
Vcnonb3oBaHue MacTepa CIUSHUS U1 NePCOHU(DUIIMPOBAHHOM pacChlUIKU 2
nokyMeHTOB. Co3/laHie KOHBEpTOB, Oelkel, KyBEpTHBIX KapTOYeK.
Vcnonb3oBaHue MacTepa CIUSHUS U1 NePCOHU(DUITMPOBAHHOM pacChlUIKU
nokyMeHToB. Co3/laHue MUCceM N03/IpaBlIeHHM, HAlOMUHAHUI, BU3UTHON
KapTOYKH, KyBEpTHOU KapTOUKH.
Tema 5.2. TexnoJsiorus Coaeprxanue yueOHOro MaTepuasa
aBTOMATH3ANMH Co3nanue mabIoHOB CIIPABOYHO-UH(DOPMAIIMOHHBIX JJOKYMEHTOB. DJIEMEHTHI
Co3AaHMS H YTIpaBJICHUS COAEPIKUMBIM.
HCI0JIb30BAHUA 2

nokymMeHTOB. [I1ab10HbI
JAOKYMEHTOB

Co3nanue mabIoHOB pacopsIUTENbHBIX JOKYMEHTOB, pa3padoTka ¢popm

Pabota ¢ mabmonamu. Pa3paboTka 3auIEHHON 2IeKTPOHHON (OPMBI TOKyMEHTa

CoBMmecTHas paboTa HaJl MPOEKTOM JOKYMEHTa B pEXKUME PELIeH3UPOBaHUS

OK 01, OK 02,

IIK 1.1, IIK 1.6,
IIK 1.7




IIpakTuyeckune 3aHATHSA

Co3nanue mabI0HOB 3alKCOK, IPOTOKOJIA, CIIPABKH, IPUKA3a C yCTAHOBKON

. 5

3alIUTHI CTYKEOHOTO MUChMA, TOKJIaHON 3aIMCKH, PACTIOPSHKEHUS, aKTa

CoBmecTtHas paboTa Ha/ IPOEKTOM I1a0JIOHA TPUKA3a, CIIPABKH.
PA3JEJ 6. KOMIIBIOTEP KAK CPEJACTBO KOMMYHUKALIMA U 1OCTYII 28/10 OK 01, OK 02,
K HTHOOPMALIMOHHBIM PECYPCAM. JIOKAJIBHBIE U I'NTOBAJIBHBIE CETU MK 1.1.TK 1.3

A, 3.,

Tema 6.1. Coaeprxanue yueOHOro MaTepuasa [IK 1.4.,IIK 1.6.,
Ceru 1 MHTEpHET. ITpumeHeHue JIOKaIbHBIX U ITI00AIBHBIX KOMIBIOTEPHBIX CETEH U1 OOMEHa 9 [IK1.7
Hndopmannonuo- uHpopmanueii. [lornckoBeie cucremsr MaTepHETa. 3amuTa nHGOpMaum
MOMCKOBbIE CHCTEMBI.

Pabota ¢ pa3nu4HBIMU CIIPAaBOYHO-TIPAaBOBBIMU CHCTEMAMU
ITouck uadpopmanumn B
PA3THYHBIX CHPABOYHO- IIpakTnyeckune 3aHATHSA
NMPaBOBBIX CHCTEMAaX Bo3MoskHOCTH noMCcKa UH(OpMAIMK B UHTEPHETE 5

[Touck nnpopmanuu B opuMagIbHbIX UHTEPHET-UCTOYHHUKAX.

[Touck nHpopManuu B pa3IMUHBIX CIIPABOYHO-TIPABOBBIX CHCTEMAax
Tema 6.2. IlouToBbIC N Coaep:xanue yueOHOro MaTepuasa
0B.1a4HbIe CepBUCHI B Hcnonb30BaHre NOYTOBBIX CEPBUCOB: BU/IbI, IPaBUIa PETUCTPALIMU, TPABUIIA
padoTe ¢ JOKYyMEHTaMH 3AIIHTH

CepBucsl 00J1a4HBIX TEXHOJIOTHH, MO3BOJISIIOIINE OPraHU30BaTh JOKYMEHTHOE U 2

0€3710KyMeHTHOE 00CTyKUBaHUE

[Ipumenenne 00Ja4YHBIX XPaHWIHIL JAHHBIX JUISI ONTUMH3ALUH paOOThI

C IOKyMEHTaMH

IIpakTuyeckue 3aHATHSA

CoBmecTHas paboTa 1Mo opraHu3aIiu JOKyMEHTHOTO u 0€3 TOKYMEHTHOTO 3

00CITyKMBaHUS C IPUMEHEHHEM 00JIAYHBIX TEXHOIOT Ul

Conep:xanue y4yeOHOro MaTepuaa )

CoBpeMeHHbIE TPOrpaMMbI-IUTAHUPOBILIHUKH




Tema 6.3. CoBpeMeHHbIE

IIpakTuyeckune 3aHATHSA

nporpaMMer- [TnanupoBanue paboyero JHs PyKOBOAUTENS U CEKPETAPS C HOMOIIBIO 3
TIaHNPOBIIHKH COBPEMEHHBIX POrPaMM-ILIAHUPOBIIUKOB
Tema 6.4. Cpencrea UT | Copep:xanue yueOHOro marepuajia
TEXHOJIOTHH ITpH CucteMbl OpOHUPOBAHUS OUIIETOB M OTEJICH. 2
OpraHu3aNuu JAeJ0BbIX
Pabora ¢ reonaHHBIMU
M0e3/10K PYKOBOIMTEJIS.
Ocyll.[eCTBJ]eHHe TpIBeJI- HpaKTI/IquKI/Ie 3aAHATHUA
MOICPKKHU [TonGopxka peiica 1 oTens MO 3aJaHHBIM IMapaMeTpaM. 3

OnpeﬂeneHHe I€OdaHHBIX

IIpomekyTouHas arTecTaums

Bcero

80




3. YCJIOBUA PEAJIN3AIIMA YYEBHOM JUCHUILIVHBI

3.1. JIns peanu3anuu nporpaMMbl y4eOHOM AUCHUIUIMHBL JOJHKHBI OBITH IPEIYCMOTPEHBI
CJEIYIOIINE CIIEHHUATIbHBIE TOMEILIEHUS

Jlaboparopus «H(DOPMAMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJOTHI», OCHAIIICHHAs
HEOOXOAMMBIM JIJISl peaii3allii IPOrpaMMbl Y4€OHON JUCITUTIIMHBI

obopymoBaHueM: pabodme MecTa MO KOJUYEeCTBY OOydammuxcs u pabodee MecTo
Mpeno/iaBaresis, OCHAIICHHBIX KOMITBIOTEPHBIM CTOJIOM U MOALEMHO-TIOBOPOTHBIM KPECIIOM;

TEXHUYECKUMHU CpPEACTBAMM OOyuYEHUS: MEePCOHAIbHBIA KOMIIBIOTEpP Ha Kaxkaoe pabouee
MECTO:

C YCTaHOBJICHHBIM IIPOTPAMMHBIM 00€CIIeYeHHEM: OTIepaIlMOHHAs CUCTEMa, AHTUBUPYCHAS
nporpamMma, TeKCTOBBIN, TabmuuHbIi penakTop, CYB/], mporpamma 1jist co3gaHus Mpe3eHTaIHi,
[TepconanbubIil HHGOPMALIMOHHBIA MeHEKep ¢ PyHKIUAMHU OYTOBOrO KiueHta u Groupware,
apXUBATOPHI, TPOTPAMMBI CKAHUPOBAHUS, KOHBEPTUPOBaHUs (HaiiiioB,

C JIOCTYTIOM B TIJ100aJbHYIO CETh MHTEPHET, B JIOKAJIBbHYIO CETh YYEOHOTO 3aBEJCHHS, B
CIIPaBOYHO-IIPABOBYIO CUCTEMY U 3JIEKTPOHHO-OUOIMOTEUHYIO CUCTEMY;

MYJIbTUMEIUNHOE 000pYA0BAHKE: TPOEKTOP, MHTEPAKTUBHAS TOCKA;

IIPUHTEDP, CKaHEP, KOMPOBAIbHBIN anmapar uiu MOY

3.2. UndopmannonHoe odecnevenne peaju3anum NporpamMmbl

Jis peanu3anuu mporpammbl  OMONIMOTEYHBIH (QOHA 00pa3oBaTENbHON OpraHU3aLUuU
JIOJDKEH MMETD TeYaTHBIC W/UJIH 3JICKTPOHHBIE 00pa3oBaTelbHbIe M HHPOPMAITMOHHBIE PECYPCHI,
JUIsL KCTIOJIb30BaHUs B 0Opa3oBaTesnbHOM npouecce. [Ipu popmupoBanuu 0ubinoreunoro ¢poxaa
00pa3oBaTeNbHONW OpraHM3anueil BHIOMpAeTCS HE MEHEE OJHOTO HM3/IaHUs U3 MEePEeYHCICHHBIX
HMXXE II€YaTHBIX I/IBIIaHI/Iﬁ nu (I/IJII/I) SJICKTPOHHBIX I/IBILaHI/Iﬁ B Ka4C€CTBC OCHOBHOI'O, IIpHU 3TOM
CIIMCOK, MOXKET OBbITh JJONOJHEH HOBBIMH U3/IaHUSIMHU.

3.2.1. OcHOBHBIE TeYATHBIE H3AHUSA

1. T'aBpuno M. B., Kiiumos B. A. Undopmatuka 1 MHGOpMAIMOHHBIE TEXHOJIOTHH.
YuebHuk nis cpeaHero npodeccruonanbHoro oopasosanus / M. B. INaspuiios, B. A. Knumos. —
4-¢ wusn., mepepab. u gomn. — MockBa: M3marensctBo [Opaiir, 2022. — 383 c. —
(ITpodeccuonanproe obpazosanue). — ISBN 978-5-534-03051-8. — Tekcr: 25MeKTpOHHBIN //
3BC IOpaiit [caiit]. — URL.: https://urait.ru/bcode/469424

3. Kynpusinos /1. B. MndopmannonHoe obecrieuenue npodeccnoHalbHON e TeNbHOCTH:
y4eOHUK U MPAKTUKYM JUIS CpeHEro MpoheccuoHalbHOro 00pa3oBaHus/ YUeOHUK U MPAKTUKYM
JUis cpefHero npogeccuoHansHoro oopasosanus / [. B. Kynpusnos. — MockBa: M3naTenscTBo
FOpaiit, 2022. — 255 ¢. — (IIpodeccronansnoe odpazoBanue). — ISBN 978-5-534-00973-6. —
Tekcr: anexrponnsiii // DBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/470353

4. IlnotnuxoBa, H. I. Hudopmatuka u uHGPOPMaLNOHHO-KOMMYHHKAIIMOHHBIE
texnosioruu (UKT) : yuebHoe mocodme / H. I'. [InoraukoBa. — MockBa: PUOP: UHOPA-M,
2022. — 124 ¢. — (Cpemnee npodeccronanbHoe odpazopanme). - ISBN 978-5-369-01308-3. -
Tekcr: AIIEKTPOHHBIN// 29bC Znanium [caiiT]. - URL:
https://znanium.com/catalog/product/1229451 (nata obpamenus: 04.08.2022). — Pexxum goctymna:
IO TIOJTITHCKE.

5. TpobumoB B. B. Huadopmatuka B 2 T. Tom 1: VYueOHHMK 1711 cpeaHEro
npodeccuonansHoro odpazosanus / B. B. TpodhumoB. — 3-¢ uzn., nepepad. u mon. — Mocksa:
WznatenberBo FOpaiit, 2022. — 553 ¢. — (IIpodeccnonansuoe obpasoanue). — ISBN 978-5-
534-02518-7. —  Tekct: omektponnbii //  OBC  IOpair [caiir]. —  URL:
https://urait.ru/bcode/471120



6. ®enotosa, E. JI. UnpopManimoHHbIE TEXHOJIOTUH B TPOPECCHOHAITBHON JAEATETHHOCTH:
yuebHoe nocobue / E.JI. ®enoroBa. — MockBa: ®POPYM: MHOPA-M, 2022. — 367 c. —
(Cpennee npodeccronanpHoe oopazoBanue). - ISBN 978-5-8199-0752-8. - Tekcr: aneKTpOHHBIN
// OBC Znanium [caiiT]. — URL: https://znanium.com/catalog/product/1786345 (nara oOpameHus:
04.08.2022). — PexumM JOCTYIIA: 110 TOIIHKCKE.

3.2.2. OcHOBHbIE 3JICKTPOHHBIE U3IaHUS

1. Kynpusinos 1. B. Madopmanuonnoe obecrieueHre npohecCuoOHaIbHON 1eATEIbHOCTH:
y4eOHUK U IPAKTHKYM TSI CPETHETO MpodeccnoHaIbHOTO 00pa3oBanusi/ YUeOHHUK U MPAKTUKYM
TSt cpeiHero npodeccuoHanbHoro oopazosanus / Jl. B. KynpusnoB. — Mocksa: M3pareiascTBo
IOpaiir, 2022. — 255 c. — (IIpodeccuonanpHoe oopazoanue). — ISBN 978-5-534-00973-6. —
Texcr: anexkrpounsiii // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/470353

2. IlnotnuxoBa, H. TI. HWuHpopmatuka u uHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIE
texnosioruu (MKT) : yuebHoe mocobue / H. I'. ITnoraukoBa. — MockBa: PUOP: UHD®PA-M,
2022. — 124 c¢. — (Cpennee npodeccuonanbHoe odpazosanue). - ISBN 978-5-369-01308-3. -
Tekcr: AIEKTPOHHBIN// OBC Znanium [caiiT]. — URL:
https://znanium.com/catalog/product/1229451 (nata obpamenus: 04.08.2022). — Pexxum noctyma:
IO TIOJIITHCKE.

3. Tpopumor B. B. Hudopmatuka B 2 1. Tom 1: VYueOHHK s CpeaHErO
npodeccuonanbHoro odpasosanus / B. B. Tpodhumos. — 3-¢ uza., nepepad. u qomn. — Mockaa:
WznatenberBo HOpaiit, 2022. — 553 ¢. — (IIpodeccuonansuoe obpazosanue). — ISBN 978-5-
534-02518-7. —  Tekct: omekrponnbii //  OBC  IOpaiir [caiir]. —  URL:
https://urait.ru/bcode/471120

4. ®enorona, E. JI. MHdopManrmoHHBIE TEXHOJIOTUH B MTPO(HECCHOHAILHON AEATEIbHOCTH:
yuebHoe mocobue / E.JI. denoroBa. — MockBa: ®OPYM: UHDPA-M, 2022. — 367 c. —
(Cpennee npodeccronanbHoe oopazoBanue). - ISBN 978-5-8199-0752-8. - Tekct: anekTpoHHBIN
// 9BC Znanium [caiit]. — URL: https://znanium.com/catalog/product/1786345 (nara oOpamieHus:
04.08.2022). — Pexxum pocTyna: mo MOAMUCKe.

3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKHT

1. AnexceeB A.Il. CoopHMK 1a00paTOpHBIX paboT no auctumiuHe «MHdpopmaTikay,
yacTh 2: YuebHoe nocodue. YuedHoe nocodbue no gucuuiuinae « MMHpopmarukay, s CTyA€HTOB
nepBoro kypca crnenuanbHocTedr 10.03.01 u 10.05.02 VYuebGHoe mocobue MO TUCIHILINHE
«MHdopmarukay, uisl CTyAEHTOB IepBoro Kypca cnenuanbHocteit 10.03.01 u 10.05.02 /
AnekceeB A.Il. — Mocksa: COJIOH-IIp., 2017. — 256 c.: ISBN 978-5-91359-220-0. - Texkcr:
anekTpouubiit/ DBC Znanium [caiit]. — URL: https://znanium.com/catalog/product/881455. —
PexxuMm noctyna: rmo nmoanucke.

2. Bbensesa. T.M. MaremaTuka u nuadopmaTuka: yueOHuk u npaktukym s CITIO / T.
M. benseBa [u ap.]; mox penakumein B. [[. DnpkuHa. YYeOHHK M MPAaKTUKYM IS CPEAHETO
npodeccuonansHoro oopazosanus / T. M. bensiesa [u np.]; mox pegakiueit B. /. Dnpkuna. — 2-
e u3n., nepepad. u gon. — MockBa: WsnarensctBo [Opaiit, 2022. — 402 c. —
(ITpoeccronansroe obpazoBanue). — ISBN 978-5-534-10683-1. — TekcT: 37eKTPOHHBIN //
3BC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/469943

3. Kenposa I'.E. [u ap.] MudopmaTuka A ryMaHuTapueB: y4eOHUK U MPAKTUKYM
JUIs cpentHero npodeccuonanbHoro oopasosanus. [lox penakiueii I'. E. Kenpooit. — Mocksa:
WznatenberBo FOpaiit, 2022. — 439 ¢. — (IIpodeccnonansuoe obpasosanue). — ISBN 978-5-
534-10244-4. —  Texkcr: osnektponHsii //  3OBC  HOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/475550



4, Hosoxwios O.I1. Uudopmatuka B 2 4. Yacte 1: yuebnuk mms CIIO / O. II.
HoBoxwuno. YueOHUK 1715t cpeaHero npodeccruoHansHoro oopasosanus / O. I1. HoBoxwmios. —
3-¢ wu3nm., mepepadb. u gom. — MockBa: M3marenbctBo [Opaiir, 2022. — 320 c. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-06372-1. — TekcT: 37€KTPOHHBIN //
OBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/474161

S. [ToroB A.M. Undopmaruka u Matemaruka: yueOHUK U npaktukym aist CI1O / A.
M. Tlonos, B. H. Cotauxos, E. M. Haraesa, M. A. 3aiinieB; nmox pea. A. M. IlornoBa YueOHUK 1
NPaKTUKYM JUIS CpeHero mpodeccuonanbHoro oopazoBanus / A. M. [lonos, B. H. Cotaukos, E.
W. Haraea, M. A. 3aiines; nox penakiueir A. M. [lomoBa. — 4-e u3z., mepepad. u jgom. —
Mockga : M3narensctBo FOpaiit, 2022. — 484 ¢. — (IIpodeccuonanproe odbpazoBanue). — ISBN
978-5-534-08207-4. — Tekct: onekrponnbii // OBC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/469437

6. CoseroB b.4l. HHbopmanmoHHbIE TEXHOJOTHHU: YYEOHUK JUIA  CPEIHEro
npodeccuonanbHoro oopazosanus / b. 5. Coseros, B. B. LlexanoBckuii. — 7-e u3z., nepepad. u
non. — Mocksa: U3narensctBo FOpaiit, 2022. — 327 ¢. — (IIpodeccuonanbroe oOpa3oBaHue).
— ISBN 978-5-534-06399-8. — Tekct: snekrponnbiii // OBC Opaiir [caiit]. — URL:
https://urait.ru/bcode/469425

7. Tpodumor B.B. MHDopmarrioHHbIe TEXHOIOTHH B SKOHOMHKE U yIIPABICHUH B 2
4. Yacte 1: yueOnuk mas CITIO / B. B. Tpodumos [u ap.]; nmox pea. B. B. Tpobumoa. Yuebuuk
IUTst cpeHero npodeccnonansHoro odpasosanus / B. B. Tpodumos [u np.] ; mox pempakmueit B.
B. Tpodumosa. — 3-e u3a., nepepad. u gomn. — Mocksa: M3natensctBo FOpaiit, 2022. — 269 c.
— (Ilpodeccnonansroe obpazoBanue). — ISBN 978-5-534-09137-3. — Tekcr: a5eKTpOHHBIH //
OBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/475059

8. CrpaBouno-npaBoBasi cuctema «Koncynsrant [Imocy. Odunmansustii caitt CIIC
«Koncynbrant miocy [Onektponusiit pecype] . URL: http://www.consultant.ru/

9. CnpaBouHo-npaBoBas cuctema «I'apant» [Dnexkrponuslii pecypc] . URL:garant.ru

10. CnpaBouHo-nipaBoBas cucrema «Koncopuuym Koneke» [DnexkTponHslil pecype] .
URL: Kopnexkce - IIpodeccronanbhbie cipaBounble cucteMsl - Koaekc (kodeks.ru)

11.  OduumanbHbIi caifT mporpammsl it pacno3HaBanus Tekcta ABBY'Y FineReader.
OdurmanbHbIi caiT KOPIOpaIuu Adobe. [DneKTpOHHBIH pecypc] URL.:
https://www.abbyy.com/ru-ru/Finereader/

12. Odummansueri cadt Microsoft Office. CnpaBka. Odurnmansasiii caitt Microsoft
[DnexTponnslii pecypc] . URL: https://support.office.com/

13.  OdunmansHeiii caiiT komranuu Google. CripaBka Google. [DnekTpoHHBIN pecypc]
URL.: https://support.google.com

14. Odummanbueiii cat Anaexc-auck [DnekTponubiii pecypc] URL: Angexc.duck
(yandex.ru).

15. Odummansusiii caiiT Obnako mein. [DnektponHnsiil pecypc] URL: O6nako Mail.ru

16.  Cucrema oHnaiiH-OpoHUpOBaHUS OTene «ByKUHIY. OdunmanbHpil  cait
Booking.com [Dnexktponnsiii pecypc] URL: https://www.booking.com/index.ru.

17.  Cepsuc cpaBHeHHUs LieH Ha oTenu « TpuBaroy Odunmansubiii caiit Trivago.
[DnexTponnsrit pecypc] URL: https://www.trivago.ru/

18.  Cepsuc 6ponupoBanus oteneit «Xorency OdunpuanbHbIN cait Hotels
[DnexTponnsrit pecypc] URL: https://ru.hotels.com/

19.  Cucrema cpaBHEeHHUS IIeH Ha oTenu «Pymrypy» OdunmanbHbIi cait
Roomguru [Dnektponnsriii pecypc] URL: https://www.roomguru.ru/Hotels/Search

20.  CepBHcC cpaBHEHUS LI€H HA OTEIH «XOTEIUTYK» Odunmansuelii caiit Hotellook
[DnexTponnsrit pecypc] URL: https://hotellook.ru/


https://urait.ru/bcode/475059

21. OAO «PXI». Obunmansueiii cat [Dnextponnsiii pecype] URL: Ilaccaxxupam

(rzd.ru)

22. Cucrtema noucka aBuabuiIeToB oHaiH «buneTsl moc»y  OQuiuaabHbIi  CalT
Biletyplus [Dnekrponnsiit pecypc] URL: http://biletyplus.ru/

23.  Cucrema 3akaza »eJle3HOJAOPOKHBIX OmineToB onjaiH OdunuanbHbii cailT Tutu
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4. KOHTPOJIb 1 OHEHKA PE3YJBbTATOB OCBOEHMUAA
YYEBHOU JUCIHUATLIAHBI

Pe3yabTaThl 00yyeHus

Kpurtepun onenkn

MeToanl OIEHKH

Hepeqeﬂb 3HaHHﬁ, 0CBAMBACMbIX B paMKax JUCHHUIIJIUHBI

aKTyaJbHBIN MPO(ECCHOHATBHBIN U
COLIMAJIBHBIA KOHTEKCT, B KOTOPOM
MIPUXOAUTCS PadOTaTh U XKUTb;

OCHOBHBIC HCTOYHUKU HH(bOpMaHI/II/I u
peCypehl [UIs pelieHHs 33134 U
po6ieM B podecCHOHATEHOM H/HITH
COIAJIbHOM KOHTEKCTE;

QJIITOPUTMBI BBITIOTHEHUS padoT B
poeCCUOHATHHONU U CMEKHBIX
o0acTsx;

MeTO/]1bl paboThI B IpoheccnoHalbHOMN
U CMEXHBIX cdepax;

CTPYKTYpY IUIaHa JUIsl pEeIIeHUs 3a/1a4;

TTOPSIJTOK OIIEHKH PE3yJIbTATOB PEIICHHUS
3a1a4 mpodeccruoHanbHON
JEeSTeIILHOCTH;

Homenxknarypa nadopmannoHHbIX
HCTOYHHUKOB, IPUMCHSEMBIX B
po¢eCCUOHATBHON JIEATETLHOCTH;

MIPUEMBI CTPYKTYpPUPOBAHUS
nH(popMaLnu;

dbopmat opopmiIeHHUS Pe3yIHTATOB
MoMCKa MHPOPMAIINHU, COBPEMEHHEBIE
CpEeACTBA U YCTPOMCTBA
nH(popMaTHU3aLINH;

«OTIU4HOY -
TEOPETUYECKOE
coJiepKaHue Kypca
OCBOEHO IOJIHOCTBIO, 6€3
po6esIoB, yMEHHUS
c(OopMHpOBaHBI, BCE
IIPEyCMOTPEHHBIE
porpamMMmoil yueOHbIe
3aJJaHHS BHITIOJIHEHHI,
Ka4eCcTBO MX BBITIOJTHEHHUS
OLIEHEHO BBICOKO.

«Xopomioy -
TEOPETUYECKOE
coJiepKaHue Kypca
OCBOEHO IOJIHOCTHIO0, 6€3
po6esIoB, HEKOTOPhIE
YMEHUs COPMHUPOBAHBI
HE/I0CTaTOYHO, BCE
MPEyCMOTPEHHBIE
MpOrpaMMoil yueOHbIe
3aJJaHHs BHITIOJIHEHHI,
HEKOTOpbIC BUIBI 33JaHUH
BBITTOJTHEHBI C OIIMOKaMH.

«Y IOBJIETBOPUTEITEHO) -
TEOpPETUYECKOE
coJiep>KaHue Kypca
OCBOEHO YaCTHYHO, HO
pOOEIBI HE HOCST
CYIIIECTBEHHOT'O XapaKTepa,

Kaknmn
npoueaypamu
MPOU3BOIUTCSA
OILICHKA:

YcTHBII onpoc

TecToBBI KOHTPOIIb




MOpAIOK UX ITPUMCHCHUA U
porpaMMHOE 00ECIICUCHHUE B
npodeccnoHaAbHOM IeATEIBHOCTH B
TOM YHCJIC C HCIOJIb30BAaHHEM
U(PPOBBIX CPEICTB;

HOPMAaTUBHBIC ITPABOBLIC aAKTHI
Poccwuiickoit @eneparuu B cepe
HHPOPMAIIMOHHBIX U
KOMMYHHUKAI[HOHHBIX TEXHOJIOTH;

HOPMATHUBHBIC ITPABOBBIC aAKThI
Poccutiickoit deneparuu B chepe
nH(pOpMaMOHHOM 06€301MacHOCTH;

TpeOOBaHUsI OXPaHbI TPYA;

UHTEPHET-PECYPCHI IS
OCYIIECTBIICHUS TPEBEI-TIOAIEPKKHI
JIeJIOBBIX MOE3/10K;

METOJIbI 00Pa0OTKH U 3aITUTHI
nH(OPMALIUY C IPUMEHEHUEM CPEJICTB
WH(POPMAIIMOHHBIX
KOMMYHUKAI[HOHHBIX TEXHOJIOTHIA;

COBpPEMEHHBIE HHPOPMALIMOHHBIE U
KOMMYHHKAIIMOHHBIE TEXHOJIOTHUH,
IpUMeHsieMble B paboTe ¢
JOKYMEHTaMHU.

HE0O0XOIUMBIE YMEHUS
paboThI C OCBOCHHBIM
MaTepHUaIoM B OCHOBHOM
c(OpMHPOBAHBI,
OOJILIITUHCTBO
MPEyCMOTPEHHBIX
porpamMmMoii 00y4eHus
y4eOHBIX 3aaHuI
BBITIOJTHEHO, HEKOTOPBIC U3
BBIMOJIHCHHBIX 33 JaHHI
COJIEp>KaT OLTHOKH.

«HeynoBineTBOpUTEIBHO -
TEOPETUUECKOE
coJiep’KaHue Kypca He
OCBOEHO, HEOOXOTUMBIE
yYMEHHUS HE
c(hopMUPOBAHBHI,
BBHITIOJTHEHHBIE YUEOHbBIE
3a/laHusl coJiepKaT rpyonie
OIIHUOKH.

Hepeqeﬂb yMEHHﬁ, 0CBaAaMBACMbIX B paMKaxX JTUCHUIIJTHHBI

pacrio3HaBaTh 3aJa4y W/WiM npoodiaemy
B IPO(eCCUOHATBHOM H/UIIH
COLIMAJIbHOM KOHTEKCTE;

AHAJIIM3UPOBATL 3aa1y U/WIIH HpO6J’I€My

W BBIACIIATDH €€ COCTaBHBIC 4acTu,
OIPCACIIATD dTallbl PCIICHUA 3a1a4H,

BBISBJIATH U 3()(PEKTUBHO UCKATH
nH(pOpMaIn0, HEOOXOTUMYIO JTSI
peleHus 3a/1a4u U/WIi TpoOJIeMBl;

COCTAaBJISAThH IIJIaH ICHCTBUS;
OTIpeIeIATH HEOOXOAMMBIC PECYPCHI;

BIIA/IETh aKTyaJIbHBIMU METOAAMH
paboThl B TPOPECCHOHAIBHON 1
CMEXHBIX cepax;

«OTIU4HOY -
TEOPETUUECKOE
coJiep’KaHue Kypca
OCBOEHO IMOJIHOCTBIO, 6€3
po0OesioB, yMeHuUs
c(hOpMUPOBaHBI, BCE
MIPEeyCMOTPEHHbIE
MpOrpaMMoil yueOHbIe
3aJJaHHs BBITTOJIHEHHI,
Ka4yeCTBO UX BBIIIOJIHEHHUS
OLIEHEHO BBICOKO.

«Xoporo» -
TEOPETUYECKOE
coJiep’KaHue Kypca
OCBOEHO IOJIHOCTBI0, O3
po0EesIoB, HEKOTOPHIE
yMeHHS CPOPMUPOBAHBI

OreHka pe3yabTaToB
BBITTOJIHEHUS
[IPaKTUYECKOU
paboThI

DKcnepTHOe
HaOIoIeHne 3a
XOJIOM BBITIOTHEHUS
MIPaKTUYECKON
paboThI

IIpomexxyTounas
aTTecTanus




pean30BbIBaTh COCTaBJICHHBIN I1JIaH;
OLICHUBATb PE3YJbTAT U ITOCIEACTBUSA
CBOMX JEUCTBUI (CAaMOCTOSITEILHO WU
C TIOMOIIBIO HACTAaBHUKA);

OIIPEIEIIATh 3a1a41 AJIs IOUCKA
uH(pOpMAIIHH;

OTIpEeNIeNIATh HEOOXOIUMBIE HCTOUHUKHI
uH(pOpMAIINH;

IIaHUPOBATD ITPOLECC ITOMUCKA,

CTPYKTYPHUPOBATH MOIYIaEMYIO
nHpopMaIuo;

BBIIETISITH Hanboiee 3HaYuMoe B
nepeyHe nHpopMaIuy;

OLCHUBATH MPAKTHYCCKYIO 3HAYUMOCTDb
PE3YJIbTAaTOB ITIOUCKA,

0(OpPMIISITH PE3yJIbTATHI TOUCKA,
MIPUMEHSITh CPE/ICTBA
MH(OPMALIMOHHBIX TEXHOJIOTHH 715
pelieHus npodeccuoHaNbHbIX 3a/a4;

UCIIOJIb30BAaTh COBPEMEHHOE
porpaMMHOe oOecrieueHue;

WCIOJIb30BaTh PAa3IUYHbIC TU(DPOBHIE
CpencTBa JJIsl PEIICHUS
npodeccHoHaNBHBIX 3a/1a4;

HCIIOJIB30BATh CPEJICTBA
MH(POPMALMOHHBIX U

KOMMYHUKAIIMOHHBIX TEXHOJIOTUH JUIs
MOJIyYeHHUS U Mepelaud HHPOpMalny;

BECTH U HCIIOJIH30BaTh B paboTe 6azy
KOHTaKTOB OpPTaHU3AIINH;

YCTaHABIIMBATh U MOJAEPKUBATh
KOMMYHMKAIUH B IIPOLIECCE AETOBOTO
OOILEHHUS C TOMOLIBIO CPEACTB
MH(OPMALIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTH;

obecrnieunBaTh HHHOPMAIMOHHYIO
0€30MaCHOCTh JEATEIILHOCTHA
OpTraHH3aIIH;

HE/I0CTaTOYHO, BCE
PEyCMOTPEHHBIE
porpamMmoil yueOHbIe
3aJJaHHS BBITIOJIHEHHI,
HEKOTOPBIC BUIBI 3aJaHUI
BBIITOJTHEHBI C OIIMOKAMHU.

«Y IOBIIETBOPUTEIIBHO -
TEOpPETHIECKOe
coJiep>KaHue Kypca
OCBOEHO YaCTHYHO, HO
npoOesbl HE HOCAT
CYLIECTBEHHOT'O XapaKTepa,
HE00XOIUMBIE YMEHUS
paboThl C OCBOCHHBIM
MaTepHaIOM B OCHOBHOM
c(hopMUPOBAHBHI,
OOJIBIIUHCTBO
MIPEeyCMOTPEHHBIX
MporpaMMoii 00yueHus
y4eOHBIX 3a7JaHUuM
BBITIOJIHEHO, HEKOTOPHIE U3
BBITIOJTHEHHBIX 33/ IaHUN
COJIEPIKaT OITHOKHU.

«HeytoBIeTBOPUTEIBHO -
TEOPETUYECKOE
coJiepKaHue Kypca He
OCBOEHO, HEOOXOIUMBIE
yMEHHS He
c(OpMHPOBAHBI,
BBINTOJTHEHHBIC YUeOHBIE
3aJjaHus cojJiepxkKar rpyObie
OIIHUOKH.




MPUMEHSTH B paboTe cpecTBa
MH(POPMALIMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOTH;

BbIOMPATh (POPMBI TNIAHUPOBAHUS U
oOpMIIATH TJIAHHPOBIIIHK
(opranaiizep) pyKOBOIAUTEIS U
ceKperaps;

OCYIIECTBIIATH TPEBEI-TIOJAECPKKY
JEeJIOBBIX MOE3/10K;

UCIIOJIb30BATh CPEJCTBA
MH(OPMAIIMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOTUH IS
obecrieueHns1 B3aNMO/ICHCTBUS C
PYKOBOAMTENIEM BO BPEMS €TO JICTIOBOM
MIOC3/IKH;

OCYIIECTBIATH cOOp, 00paboTKy
UH(OPMAINY, CUCTEMATU3AIHIO
MOJTy4aeMbIX U MepeIaBaeMbIX TaHHBIX;

CKaHUPOBATh, KOMUPOBATH U
KOHBEPTHPOBATh IOKyMEHTHI B
pasnuuHbie popMaThl.
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